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Divisisn, Office of Operstiems Field Offices

PROBLEM:

Te determine the preper classificatisn of Adminiztrative
Assistant pesitions in the fieid offices of the Cantact Divisien,
Office of Operations,

FACTS BEARING OB YHE PRONLEN:

Current classificsation of the subject pesitisns is greds 48-7,

This graie has been in effect field 25X9
offices sinoe they were erig latter

part of 1947 and early pert of 1948; grades fer the remaining

offices vers sriginally set at G5-6, ut were subssquantly

changed to GS=7 based on classificatien determinstion that

there was no subetantiation fer the grade differential,

Detailed classification reviev of these pesitisna en twe previocus
occasisnz, ence in 1951 and sgain in 1952, made wiih a view
toward poesible wpgrading, resulted ia beth cases im substantias-
tisn of the G8~7 level,

Pue to the stetic classificatien sgilustion and censequent lack

of epportunity for premstieam in the same line of work, Administra~
tive Assistents in ] of the field offices have lLeen reassigmed
vithin the past yesr to professiemal intelligence werk in an
offort to afferd them chance for sdvencement which they did net
have as Maninistrative Assistants,

Length of tine in grasds for persomnel currently sarving as
Muinistrative Asaistants at the G8~7 level ranges from twe to
six years, three individuals heving been in GS-7 fer six years

or slightly over, o /( { V’
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Rotatien of incumbents of these pesitions te pesitions in head-
quarters afferding better career developmental and prometienal
spportunities has not heen feasible in the past nor is it expected
to be in the future,

DISCUSSION:

In accerdsnce with the classification evalnailon made with respect
to the subject pesitiens {Evalmation Raport attached as Amnex),
the follewing specific cenclusions were reached:

There is no basis for distinctien ameng the verious field effices
in terms of relative size er the presence of resident coffices

wvhich weuld suppert s grade differential the various Administrea~
tive Assistants; hence any upgrading weuld afiect all N 25X9
pesitiens,

Evalnation of the subject pesitiens in terms of changes which have
eccurred since they were originally established at the GS-7 level
shows that they have net materislly changed in difficulty er
responsibility, Chsnges neted were primarily in velume of werk

by virtue of incresse in sisze of the field offices snd the establish-
ment of resident offices in certain cases, This additienal werk
lead adds semevbat to the positiens but dees not in itself sub~
stentiate a change in grade,

Comparisens with field positiens inllll and the Security Office STATSPEC
tend te suppert retentieon of the pesitiens at GS-7, sltheugh in

the cese ofJlitke comparicen would nei precluds advancement of

the pesitiens te GS-8 if other cemparisons weuld se warrant,

Camparisen with similar pesitiens in OBR and OSI and with the
Administrative Assistant pesition te the Assistant Directer far
Operations tends te previde Justification for sllecation to GS-8,

Consideration in terms of the general secretarial grade psttern,
vith particular reference to ID/F, would subetantiaie allocetlion
to at least G5-2,

Altheugh the peints summarized above lead to varying cenclusions

vhen censidered meparately, it iz believed that sufficient technical
Justificatien exists to wwrrsnt sllocatien of the subject pesitiens
to grade GS-8, Heavily weighted in reaching this cenclusion is

the wencral shift upwarc in the secretarial grade patteru uldch has
taken place over the yeers, which renders the original estinate of
GS=7, comuensurate wiil the secretarial pettern whea firetv eatablished
in 1947, eut of line with the current pstiern,
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While valid as a technical classificatien determinatien, the cen-
clusien of GS-8 dees not previde a satisfaciory eslution te the
practical problem faced hy the Centact Divisien, which is in essence
to previde s selutien to the "dead end® nature of Administrative
Assistant pesitions in its field effices, The enly expedient avail~
able under the cwrrent situatien, which has been used in three cases
te date, ig te attempt reassigmment ef Administrative Assistante to
prefessional intelligence duties, This course of sctien is in no
wvay assured of success im every case er necessarily in conscnance
with the most desirable career development of the emplayees so
affected, Upgrading te GS-8 will mitigate the situstion to & alight
extent, but since many of the emplayees of long tenwre are at
advanced salary rates in G5~7, premotion te GS-8 weuld not previde
any cemsiderable value menetarily and would in several cases enly
gserve te postpone the problem for another twe or three years, In
view of the administrative cemsiderstions invelved, quite spart from
the technical classification determinatien, which is essentially a
compromise between cemflicting cemparisons, there would sppear to

be seme meriti to a case for G5-3, It is in ne way suggeeted that
there iz or should be an indefinite pregression of grade levels
upward to aveid the reality of desd end positiens; in the instant
case, however, it is viewed that rigid spplication of the GS-8
level affeorded by mormal classificatien svaluwation is unduly re-—
strictive, Accerdingly, based on the cembined administrative snd
claseification merits of the case, allecatlen te G5~ would provide
an adequate solution and at the same time previde ne serieus dias-
tertion af the general classification alignment within the Agency,

Since comparisen with Administrative Assistant pesitiens in the
Security Cffice field installstions indicates basic cemparabllity to
the subject pesitiens, upgrading would affect the Security Office
positions also, ]l positions in the Security Gffice weuld be
invelved,

Frow the buigetary standpeint, the difference between the base
salary step of GS-7 avd the bage of GS~9 weuld ameunt to an incresse
of §19,665 in basic cempensation if the pocitions are sppreved for
GS-9, The actual increase would be lese than thie figure due to
the fact that many of the incumbents are new at salary rates in
excess of the base rate of GS-7, The prespective upgrading of the
Security Office positiems are included in cemputing monetary cest
invelved,
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4. SUNLESIES:

Bessd en the fareguing discussien 1% 15 ecancinded that in sansidera~
Aan of all sapests fnwalved, sdnisistretive as wmll as classifice-
tien, the subjsct pesitisns warrant allesstion te grade G5-9,

5. ERCONMERDATION:

It is reconswaded that the Matuistrsiive Assistamt positisns be
the Seowrily Lield offices,
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Svaluatisn Bepert ~ Adaixistrative Assistent

ACYION BY APPROVING ANYRORITE:
APPROVED: As amended below: Batey_ 14 Jonuasy 1shi

"ﬂ—‘-*e-:t-ﬂ-v‘r- Q.3

L, &, %
Mting Depaty Mrester (Mministration)

Except for the field stations named below, classification of
administrative assistant positions located in tae field coftfices
of tne Contact Division in "rade 5-8 is approved as the appropr.-ie
grade level commensurate witn the scope of responsibllitier and

25X1A duties cssigned to thess positions., approval dia siven to cimsslly
theses positions for
ctfices of the Contast Division in o ade GS8-9. In view of this ree -
nition of the different levels of responsibilities and duties exiating
among these positions, no general approval can be given at this uise
t~ up gadine the positions of adminatrative assistant assisnsd o
fim1d units of the Security Cffice. Furtner study of this croup ~F
positions, witn particular attention to variabilities walon mar @visd
in individual cases, would appesar NECessary.
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